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1.  Scheduling of career guidance  session 1 week after new students report HOD OCS 

2.  Submission of budget for approval 1 week before scheduled event Principal  

3.  Maintenance of records after the event Immediately  HOD OCS 
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Process Maps/Visuals 
1.1 This shall start with the HOD OCS scheduling a career guidance session 

 
1.2 The HOD OCS shall prepare and submit a budget to the principal for approval  

 
1.3 Upon approval, the HOD shall communicate to the relevant target group of the intended career guidance session. 

 
1.4 On the material day, the HOD shall ensure that all the requisite logistics are in place. 

 
1.5 The HOD shall ensure that the career guidance session is executed as planned. 

 
1.6 The HOD shall maintain records of the event and the procedure shall be deemed complete 
 

 

 

 

 

 

 

 

 

 

 

 


